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HOWDO I... Manually Updating Status

Manually Update Status?
MODULE: Document Register

INTRODUCTION

This section outlines the procedures for manually updating the status of a supply request. An
example of why you would manually post status is if you purchased an item from a local
vendor and they sent you status on your order. This would not be coming from your Supply
Support Activity.

PREREQUISITES

None

STEPS TO PERFORM ACTION
1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.
3. Select Status (Manual) from the program list.

T N

Document
Register
Supply Requests ¥ i
Update tetions Change/Cancellation/Closs-out
Status (hanual)
Detail Turn-In/Transfer .
Annual Cmpitd Reg & Hist Del
Interfaces » . 4
Cmpltd Actions Hist Del
Reports
AMCLSS Back Order Rclin
Inquiries »
Help
L]
STEP 1:

® Enter or browse for
your UIC.

® Enter or browse for
the document number for
which you want to post
status.

i_m___ s i

Doc Nbr: |

® aiick ok.

<
| O j Clear i Cancel
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HOW DO I... Manually Updating Status

Manually Update Status? (Cont'd)

STEP 2:

W Supr ke Ttats Llpdate

@ select the appropriate
Status Code.

O select the appropriate
Document Identification

""" Code.

Suffix Cd: [

| Stock N

{

O Ifthisis a partial

Sts.Cd:

Acg Cost

ESDJ/EDD fY

Error Expin

if available.

shipment, indicate here (if

O 1f the Acquisition Cost
changed, enter that amount,

- 2vallable). ooy | TCN Id: |

aty: | Shipment Cd: | Re |
Sply Doc Nbr: | CatrjPO Nbr: |

' Buy Cd: | 7] Localuse: |
Page 1.0f 2 Belated Data| NextPage |  Save | Exit |

Clear 1

Document Identification Codes

If your supply interface is AMCISS

or you have no supply interface:

ZE1 - Supply Status to requisitioner.

ZE2 - Supply Status to supplementary
address

ZR1 - Shipping Status

ZU1 — Reply to Cancellation Request to
requisitioner in response to cancellation
request.

ZU2 — Reply to Canceltation Request to
supplementary addressee in response to
cancellation request.

If your supply interface is SARSS-0O:

AE1 - Supply Status to requisitioner (rp
30-35).

AE2 — Supply Status to supplementary
address (rp 45-50).

AE3 - Supply Status to rp 54.

AE4 — Supply Status to rp 55 (for intra-
service use only).

AES - Supply Status to rp 56 (for intra-
service use only).

AE6 — Supply Status to ICP from
storage.

AE9 — Supply Status from the Defense
Automatic Addressing System (DAAS).

AS1 — Shipment Status to requisitioner
(rp 30-45).

AS2 — Shipment Status to
supplementary addressee (rp 45-50).

AS3 - Shipment Status to rp 54.

AS4 — Shipment Status to rp 55 (for
intra-service use only).

ASS5 — Shipment Status to rp 56 (for
intra-service use only).

AUO - Reply to Cancellation Request

AU2 -~ Reply to Cancellation Request-
Shipment Status to supplemental
addressee (rp 45-50)

AU3 — Reply to Cancellation Request-
Shipment Status to rp 54.
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HOW DO I...

Manually Updating Status

Manually Update Status? (Cont’'d)

Document Identification

Codes

Status Codes

AU4 - Reply to Cancellation Request-
Shipment Status to rp 55 (for intra-service
use only).

AUS - Reply to Cancellation Request-
Shipment Status to rp 56 (for intra-service
use only).

AUA - Reply to Cancellation Request-
Material Release Confirmation to ICP.
Release of quantity greater than requested
(due to unit pack).

AUB - Reply to Cancellation Request-
Material Release Confirmation to ICP.
Release of quantity less than requested
(due to unit pack or partial denial).

D6S - Material Receipt Acknowledgement

If the DIC was for Supply Status (AE_ or ZE_) the
following are the applicable Status Codes (see Annex R of
the On-Line DPAS Help for definitions of the codes):

Al, A2, A3, A4, A5, A6, A7, B1, B2, B3, B4, BS, B6, B7, BS, B9, BA, BB, BC
BD, BE, BF, BG, BH, BJ, BK, BL, BM, BN, BP, BQ, BR, BS, BT, BU, BV, BW,
BX, BY, BZ, C1, C2, C3, C4, C5, C6, C7, C8, C9, CA, CB., CC, CD, CE. CG,
CH, J, CK, CL, CM, CN, CP, CQ, CR, CS, CT, CU, CV, CW, CX, CY, CZ, DA,
DB, DC, DD, DE, DF, DG, DH, DJ, DK, DL, DM, DN, DP, DQ, DR, DY, D1,
D2, D3, D4, D5, D6, D7 and D8.

If the DIC was for Supply Status (AE_. AS_, AU, ZR_ or
ZU_) the Status Code field is not available.

If the DIC was for Supply Status (D6S) the following are
the applicable Status:

F — Final Receipt
P — Partial Receipt

!

F2

-Key Data Kr@ Enter the estimated shipping
uic: @ 1f applicable, enter the stock dftf/esgnwtateqfdeliylerb ?ate
Stock N number. (Julian Date), if available.
DIC: I =1 smeca T N\ £
Stack Nbr: N ESD/EDD (YDDD);
RIC From: Error Expln Cd; | f_'

Qly:r—“h‘

® 1r applicable, enter the FROM
routing identification code. J

© Sply Doc Nbr: |

C
O If the DIC was for Supply
Lol status, select the applicable Error

' BuycCd: | =l
Page 1°0f 2 HAelated Data|  Next Page ‘

L&planation Code.
‘s‘ T
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HOW DO I...

Manually Updating Status

Manually Update Status? (Cont'd)

~Key Data
Y (o Doc Nbr:

. Stock Nbr:
oic: ] s ca: | ki)
: ) . If you received a ;
Suffixcd: [ partial shipment, q Cost: |
i Stock Nbr: enter the guantity D/EDD [YDDD): ]
LR received.
: ror-Expin Cd ; _:_l
ul: i
Qty:  pDrpooy: | TCN 1d: |
E ment Cd: ] ’l
Sply Doc Nbr: | Cntr/PO Nbr: |
Buy Ccd: 1 _'J Local Use: I
Page 1 of 2 Related Data] Next Page i Save 1 Clear i Exit I
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HOW DO I... Manually Updating Status

Manually Update Status? (Cont’'d)

Dac Nbr:

Nomen;

Q1 available,
pic: | @ 1 available, enter the
. | enter the transportation
Suffbe Ca: [ transportation date. control number.
Stock Nbr: |
AIC From: ‘ : S & s
Trnsp Dt [DDD}: TONId: |

Ul ! ‘*’]
oy [ Shipment Cd: |
Sply Doc Nbr: @ select the
Buy Cd: | ~] appropriate shipment

code‘ ,,,,,,,,,
Page 1 of 2 Related Datal Next Page ! Save

Shipment Codes

2 - Government Watercraft

3 — Roll/On Roll/Off Service

4 — Armed Forces Courier Service
5 — Surf-Small Package Carrier

6 — Military Official Mail (MOM)

7 — Express Mail

8 — Pipeline

9 — Local Develop by Government or Commercial Truck

Click on the pick list to display additional Shipment Codes.
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HOW DO I...

Manually Updating Status

Manually Update Status? (Cont’'d)

STEP 6:

e Statys Ulpdate

8 sl

~Key Data
uic:
“Stock Nbr:

Doc Nbi;

Nomen:

DiC:

number that was
assigned by your SSA.

@ Enter the document

Oir available, enter
the contract or
purchase order number.

N

O Enter any applicable

Errer Expin Cd®

SN local information.

o !___‘"\

Tmep 0100 [ Tomia: [

Sply Doc Nbr: |

= 2 \\"
CntrfPO Nbr: |

BuyCd: |

@ Enter the source of
supply.

pied Datal Next Page

/

@ Click Next Page.

~|  LocalUse: |

B - Other DOD agencies

S - Local Procurement
T - Army
U-DLA

V- GSA

J - DRMO (Defense Reutilization & Marketing Office)

Buy Codes
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HOW DO I...

Manually Updating Status

Manually Update Status? (Cont'd)

STEP 7:

If your DIC was a D6S, then these fields will be available to you; otherwise, this entire page will

be grayed out and you should click the Save button to process the transaction.

x
® Enter the condition code. See 7
Annex W for a listing of codes.

— =

@ Supply Status Lpdat
LR

Cmpltn Dt.

@ Enter the completion
date.

Cond Cd: |
Dscrp Cd: ]

® If the Routing Identification
Code is different than the one -
displayed, you can change it here.

O 1f there was a discrepancy in

the shipment, select a description

T code that is appropriate.
\

r_._
~|pp: i -]
Acet Process Cd: ’

Dstrn:Cd:

—

Prj Cd:

Advice Cd: |

RDD {DDD): ’

Page 2 of 2 Related Data’ Prev. Page ’ Save

Description Codes

G - Wrong Item

M — Damaged Item

N — Shortage

P — Overage

R — Duplicate Shipment

S — Duplicate Pseudo-Receipt

M — Damaged Item
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HOWDO1... Change, Cancel, And Close Out

Change, Cancel, Or Close Out A Document Number?
MODULE: Document Register

INTRODUCTION

This section outlines the procedures for changing, canceling, or closing out a document
number.

PREREQUISITES

None

STEPS TO PERFORM ACTION
1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.

3. Select Change/Cancellation/Close-Out from the program list.

.

Document
Register

Supply Requests

Update Sctions ChongedCanceliot iond Clase-out
Status (Manual)

Detail Turn<In/Transfer

Annual Cmpitd Reg & Hist Del

Interf »

erees Cmpltd-Actions Hist Del
Report

epor AMCISS Back Order Reltn
Inquiries
Hslp

STEP 1:

O Enter or browse for
your UIC.

@ Enter or browse for
the document number
you want to change,
cancel, or close out.

® Click oK.

oK Clear |

Cancel
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HOW DO I... Change, Cancel, And Close Out

Change, Cancel, Or Close Out A Document Number? (Cont’d)

Type Action

f‘ﬁegna‘a & Change  Close

S UIc:

: r " Heopen Betord
. DocNbr: Cancel ‘\ Heopen Beeord
‘StockNbr: | Nomen:

Cmpltn Dt

HRHNbr: | | ]
';Last Tran Dt r—.——_-_d E
Reptaty: [

Local Use: 1 Authn Ctl Nbr: |
RIC: 1—_ Acq Cost:

Select the appropriate
action you want to take.

Office: | Task Cd:

j
|
‘Site Cd: [ -] Job Order Nbr:|
, Cond Cd: | =]
Remarks: ]
Refated Data]  Save | Clear |  Exit |

Type Action Codes

If you selected Change:
You can change any of the displayed fields.

If you selected Cancel:
DPAS will display the current date in the Cmpltn Dt field. You MUST enter a remark for this process.

If you selected Close

You will be required to enter the Cmpltn Dt. The only ﬁeld that can be changed is the Nomen fieid.
The other fields on the screen will not be accessible.

If you selected Reopen:
You will be able to remove the Cmpltn Dt and the Last Tran Dt.
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HOW DO I... Change, Cancel, And Close Out

Change, Cancel, Or Close Out A Document Number? (Cont'd)

«~Type Action .
. € Change A Close .
C Cancel " Reopen Record

Stock Nbr: ] ] ( (1] Depending on the
type action, change or
HRH Nbr: ' i l Cmpltn D1 1 modify the appropriate

1 field(s).
Last Tran Dt: l E oty r—_"’ ield(s)

~

Nomen:

Rept Qty: l Due In Qty: ; Revd Qty:
LocalUse: | Authn CH Nbe: | ;-i
RIC: ! Acq Cost: i © Enter a Remark.

Office: | Task Cd: F““‘“7

;Site cd: ] Job Order Nbr: | © cick save.

i Cond Cd: _A P

‘Remarks: ’ /
Related Data| ~ Save Clear |  Exit |
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HOW DO I... Modify, Cancel, or Follow Up

Modify, Cancel, Or Follow Up Actions Sent To My SSA?
MODULE: Document Register

INTRODUCTION
This section outlines the procedures for modifying, canceling, or following up of supply actions

that were previously sent to the Supply Support Activity. These transactions are sent during
the supply export process to your SSA.

PREREQUISITES

None

STEPS TO PERFORM ACTION
1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the program group.

3. Select Modify/Cancel/Follow-up from the program list.

Document
Register

Supply Fequests Issue

Update Actions

Turn-in

i fhiscellaneous Actions
betail Turn-In/Transfer -
thedify/Cancel fFaliaw-up

Interfaces

Reports
Inquiries

Help

STEP 1:

Select the type of action you want to perform. \

~ ~Type Action—
i L : If you want to modify a request, then select
| & Modification Modification.
| T Cancellation If you want to cancel a request, then select
{ Cancellation.
. Follow-Up
3 If you want to follow up on a request, then select
Follow-Up.
ulC:
Doc Nbr: | ]
Dic: iAM -Modification _'_l

‘ oK I Clear 1 Cancel I

P3-11



HOW DO I... Modify, Cancel, or Follow Up

Modify, Cancel, Or Follow Up Actions Sent To My SSA?
(Cont'd)

STEP 2:

-~ Type Action—
& Madification

@ Enter or browse for
the UIC.
¢ Cancellation

uiC: [

Deoc Nbr: r

® enter or browse for
the document number.

® Select the appropriate
document identifier. This
field is dependent upon
the type action you
selected.

DIC: |ZM -Modification

O click OK.

Document Identifier Codes
These are the applicable codes if you selected the Type Action Code for Modification:

ZM - Modification

- These are the applicable codes if you selected the Type Action Code for Cancellation::
ZC1 - Cancel from Requisitioner

ZC2 — Cancel from Supplementary Address

These are the applicable codes if you selected the Type Action Code for Follow-Up:
. ZF1 — Follow-Up from Requisitioner

- ZF2 — Follow-Up from Supplementary Address
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HOW DO I... Modify, Cancel, or Follow Up

Modify, Cancel, Or Follow Up Actions Sent To My SSA?
(Cont'd)

collation/Fallow-up

G you selected Cancellation or
Doc Nbr: Follow-Up, this is the only
field available to update.

HRH Nbr:
DIC: ‘ : < l
Qty:

Media Sts Cd:l :j Supp Address: r————_
Signal Cd: l .:i Fund CdjfAppn: r—_ r————— __J
Dstrn Cd: r_—— Acct Process Cd: 1—“—

Prj Cd: [ PD: i -l
RDD: [ Advice Cd:] ]
Local Use: r—————.——“ :

‘BelatedData| Save | clear |  Exit |

i Folla-up

Doc Nbro
Stock Nbr:

(131 you selected
Nomen: Modification, these fields
=  are only available to

//\uodate.

Media Sts Cd:] ..'J Supp Address: !
Signal Cd: I .'.j Fund CdiAppn: r—_ | __1
Dstm Cd: l—- Acct Process Cd: 1——-
Prjicd: f—— PD: ] _'_]
ADD: l‘“ Advice Ca:| ;@ Cick Save,
Local Use: ] :

Related Datal Save Clear i Exit

P3-13



HOW DO I... Adding Components

Add A Component?
MODULE: Hand Receipt

INTRODUCTION

This section outlines the procedures for adding a component in DPAS. This may require you
to use the Document Register and Authorizations (if applicable to your Activity).

PREREQUISITES
The component item must be cataloged.
If you are required to use the Document Register and/or Authorizations, refer to Phase One,
page P1-26, Adding Authorizations and page P1-32, Requesting a Document Number
before performing this process.
STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Component Actions from the program group.

3. Select Increase from the program list.

Hand
Receipt

End Item Actions

Comporeent Aotions Inicrease

Bar Cd/5er Mbr Change Decreass
HRH Pending Turn-In/Transfer
Database/UIC Transfer Actions
#fr Key Change
Bulk Asset Price Adjustment

Transfer

Selected Change
Stock Mbr Changs

Price Adjustment

thass Changes 4

Maj/Sub Hand Receipt Holder

Warranty?Svc/Loan/Lease

SKO/BIIZAAL Inventory

Excess Actions 4

ADP Reporting »

Automated Invenitory Actions 4

Intsrfaces 4
Reports >
Inquiries 4
Help
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HOW DO I... Adding Components

Add A Component? (Cont'd)

STEP 1:

TType Action [ select the appropriate action to atalog

add the component item.
& New Procurement Lncr

Bresr The

€ Transferin © Admn Adj Rpt [AAR] _ )stEmbedded Baint A

i

Warranty

. Hewersal ' Ammunition : ;
H 2n

|

ca: Prefix ... l
Bar Cd: 1 o
i i [~ Auto Assign

Stock Nbr: 1 ‘ Stock Nbr: ] __J

Serial Nbr:]| . Serial Nbr:|

ok | Clear | Cancel

,,,,,,,,,, O 1f this item is bulk Kl
managed, check this g Bulk Asset

. O Transfer In  C Admn Adj Rpt [AAR)
Cost Embedded

T Reversal  Ammunition

- Higher Assemblage

Bar Cd: 1

Stock Nbr: |

@ If the cost of the item
is embedded into the cost
of the End Item, then
check this box.

Serial Nbr:| - Senial Nbr:]

[ o 1] Clear | Cancel |

I™ Aute Assign

]
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HOW DO I...

Adding Components

Add A Component? (Cont'd) ’

STEP 3:

~Type Action

& New Procurement

" TransferIn ¢ Admn Adj Rpt [AAR)

© 1f your Activity bar codes, then enter
the bar code of the End Item that this
component is assighed, OR...

~Higher Assemblyag(é';*«w«—

BarCd: ||

Stock Nbr: |

sdaint Zcb

[ YD peros
FERTLURY

® Enter the stock number AND serial
number of the End Item.

™ Auto Assign

Serial Nbr:|

]

] oK I Clear ]

Cancel ]

STEP 4:

~ Type Action

& New Procurement
. TransferIn ¢ Admn Adj Rpt [AAR})

- T Reversal ¢ Ammunition

--Higher Assemblage

——

‘Stock Nbr: |

Bar Cd:

® Enter the Document
Number for the
component asset.

D if you want DPAS to
Cal  auto assign your bar codes,
El‘ click the Prefix button.
Then select the user
defined prefix, OR...

~Component——\ /<
Doc Nbr: |

BarCd: Prefix ...

Stock Nbr: |

i " -Auto Assign

Serial Nbr:i

® Enter the stock
number AND Serial
Number of the
component asset.

. | O ciick oK. /_:'-—
Serial Nbr!
l oK V ]

Ciear ]

Cancel i
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HOW DO I... Adding Components

Add A Component? (Cont'd)

@ If the component is bulk
managed, you would be
able to enter the quantity
of components being
added.

@ Enter the cost of the
component.

. Serial Nbr:
Stoeck Nhr . - i e AT
Oty: ) Acg Cost }

Mfr Key: l

~ Acq Dt:

. Asset Cd: i

® Enter or browse for the O Eenter or browse for the

- CpticCd: appropriate fund code. appropriate manufacturer
Exp Cd: i key.
. CtyfPONbr: |
Page 1 of 2 Related Datai Next Page l Save ’ Liear ’ Exit 3
STEP 6:

UlC: HRH Nbr:
Dec Nbr:

~

Y © Enter the date the HRH
Nomen:
@ Enter the date the o signed for the asset.

component was purchased.

..../Aca Cost

Asset Cd: | Il office: l
cpice: | = taskca: |
ExpCd: | =l JoborderNbe: |
CntrfPO Nbr: |
Page 1 of 2 Related Data! Next Page f o Save i Ciear ’ Exit l
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HOW DO 1...

Adding Components

Add A Component? (Cont'd)

STEP 7:

~Key Data
Bar Cd:

uic:

. | X}y

Serial Nbr:

HRH Nbr:

@ Select the appropriate
capitalization code. See
Phase One, page P1-58 for
a listing of the capitalization
codes.

Stock Nbr: /0 Select the appropriate
T asset code. See Phase
One, page P1-58 for a
aty: j listing of the asset codes.
F o I I"“T"—
Asset Cd: |
Cptl Cd: I /L
Exp Cd: i

Page 1 of 2

STEP 8:

wRCompanant Inc

® select the appropriate
expense code. See Phase
One, page P1-58 for a
listing of the expense
codes.

HRH Nbr;

Serial Nbr:
erna @ Enter the office symbol, cost
Stock Nbr: center number, code, or other
S — information required by your
Activity.
Qty: ’

Fund CdjAppn: r“. l __I

!

Acq Dt ! B

Asset Cd: { ."J . Task Cd: ]
cptcd: | ® Click Next Page. . Job Order Nbr: |
ExpCd: | —  CntPONbBE |

Page 1 of 2 Related Data} Next Page !

@ Enter the task or
function where costs are
charged, if applicable.

TN
@® Enter the number

used to track costs, if
applicable.

O Enter the contract or
purchase order number,
if applicable.

7
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HOW DO I... Adding Components

Add A Component? (Cont'd)

STEP 9:

@A Component Increase :
il SR @ Enter the physical

B{ ]&1 e F= location of the component.

Intms Cd: |

Lecal Use:l Req Kit Qty: !
® If you need to indicate

Remarks: ’ that the asset is Inbound,

RetFile Name ... ] * \Sc])fjr:a select the appropriate

ADP Sys Id: l
E Manthly

ADP Owner Cd:| hd ' Maint Cost: |
Acg Cd: I 3 gRentaECost: ’

3

» Maint Type Cd:l _'_j
Page 2 of 2 Related Data| . Prev. Page 1 Save 1 Clear Exit I
STEP 10:

 Enter the authorized
quantity of a particular asset
within a set or kit assemblage,
if applicable.

O Enter any applicable
local information.

Leen | . Intris nd-?\ri__ ® Enter any applicable
Local Use: Req Kit Qty: remark.
Remarks: i —_—
Ref File Name ... 7 }
® Ciick this button to attach
ADP Sys Id: l a file to this item.
: A Dnthfy
ADP ca:| hd | —
Owner Maint Cost:
Acq Cd: I —:] Rental Cost: 1
Maint Type Cd:| pd
Page 2 of 2 Related Data! Prev. Page ] Save t Clear Exit ’
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Adding Components

HOW DO I...
Add A Component? (Cont'd)

STEP 11:

6Use drop-down to select
appropriate ADP Owner Code. See
Phase One, page P1-62, for a list of
_/{

valid codes.

® Use drop-down to select the
appropriate Acquisition Code.
See Phase One, page P1-62, for
a list of valid codes.

‘Lec:

O Use drop-down to select
Maintenance Type Code. See Phase
One, page P1-62, for a list of valid

codes.

ADP Sys Id:
ADP Owmer Cd:|

Acq Cd: |
Maint Type Cd:!

Clear

Reiated Dataj: Prev. Page

Page 2 of 2

STEP 12:

wRCompanent Incr

Intrns Cd: ’

‘Loc:
Local Use:| Req Kit Qty: ]
O Enter monthly
Maintenance Cost, if

-Remarks: l
. Ref File Name ... l { applicable.

—
A

® Enter monthly
Rental Cost, if
applicable.

. Maint Cost:

“ADP Sys Id:

ADP Owner Cd: I
Acq Ca: | | ® cick save. j = | Rental Cost
v Maint Type Cd: l \i :_4
Bclatedﬂat&l Prev. Page i Save ‘ Clear Exit
P3-20
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HOW DO ...

Adding Components

Add A Component? (Cont'd)

When you process the transaction, the following dialog box is displayed:

Transaction Processed.

~Additional Actions
( ™ Print Bar Cd Label
™ Activate Capital Asset

OK

NOTE:

i Print Bar Cd Label — This will print a bar
 code label.

| Activate Capital Asset - If the item is a
4 capital asset, you can activate the item for
1 depreciation at this point.
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HOW DO I... Deleting Components

Delete A Component?

MODULE: Hand Receipt
INTRODUCTION

This section outlines the procedures for deleting a component in DPAS.
PREREQUISITES

If your Activity uses Excess reporting in DPAS, refer to Phase One, page P1-84, Excessing
An Asset. If your Activity uses the Document Register, refer to Phase One, page P1-93,
Obtaining a Turn-In Document Number, before performing this process.
STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rept from the menu bar.
2. Select Component Actions from the program group.
3. Select Decrease from the program list.

Hand
Rcs:ipl

End Item Actions

Component Sctions Increase
Bar-¢d/Ser Nbr Change :
HRH Pending Turn-In/Transfer Transfer
Database/IJIC Transfer Actions
Mfr Key Change

Bulk Asset Price Adjustment

Selected Change
Stock Nbr Change

Price Adjustment

tMass Changes 4

#aj/Sub Hand Recsipt-Holder

Warranty/ Suc/Loan/Lease

SKO/BII/AAT Insentory

Excess Actions »

ADP Reporting »

v

Automated Inventory Actions

Interfaces »

Reports

Inquiries

Help
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HOW DO I...

Deleting Components

Delete A Component? (Cont'd)

STEP 1:

e Dot e ———
~Type Action Select the appropriate ﬁ
& Turn-in action for deleting the

component.

" Transfer Qut -
- Admnadimptegany ok T
" Rewversal K Nbr: ]
 Ammunition ol Nbr:l
¢ ‘Report.of Survey , l
" Statement of Charges ';Nbr: ! l
¢ CashCallectian erAssemblage

>d: f
" Mass Transtfer OQut

¢ Nbr: |
 Mass Turn-in

) Nbr:’

| Cancel

STEP 2:

’-nype ACtiON i omm e . ‘,,m ; i.... Bulk .&SSCt ........
. @ Turm-in o

. £ Transfer Out
Barcd: |l

If the component is bulk
managed, check this box.

¢ Admn Adj Rpt (AAR]

. C Reversal

; S

i. €. Ammunition

; UIC: l !

. € Report of Survey

’ DocNbr: | -]

. € Statement of Charges

- Higher Assemblage

" ¢ Cash Collection i r--—-—-—-——-—-
Bar Cd:

" Mass Transfer Out

. Stock Nbr: |

. Mass Turn-in

. Serial Nbr:|

ok |  ciear | = cancer |
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HOWDOI...

Deleting Components

Delete A Component? (Cont'd)

STEP 3:

VLR 11 R —

© & Turn-n

" Transter Out

¢ Admn Adj Rpt (AAR]
 Reversal

. € Ammunition

\ ¢ Reportof Survey

. € Statement of Charges

. € Cash Collection
" Mass Transfer Qut

 Mass Turn-in

O 1t your Activity bar
codes, enter the bar code
of the component, OR...

Bar Cd:

- Stock Nbrz

Doc Nbr: i

~Higher Assembiage

| Serial Nbr:

—

BarCd: | P

r@iEnter the stock humber AND serial

Stock Nbr: 3 number of the component. If the
component is bulk managed, then the
Serial Nbr:i \_serial number is not accessible.
uIC: [ — -
@ If the asset is bulk-
managed, then enter the

UIC, otherwise, this field
is not accessible.

—

O This field is only
accessible for Mass
Transfer Out and Mass
Turn-In.

! 0K ! Clear

! Cancel 1

-~ Type Action

© % Turmn

. € Transfer Out

- € Admn Adj Rpt [AAR)

. € Reversal

€ Ammunition
 Report of Survey

_  Statement of Ch

" Cash Collection

I Bulk Asset

Bar Cd:

Stock Nbr:

Serial Nbr:

e

© The Higher Assemblage Group
Box is only accessible if you checked
the Bulk Asset check box.

BarCd: |

---- Higﬁér Assemﬁi#ge = \/

. Stock Nbr: |

- Serial Nbr: |
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HOW DO I... Deleting Components

Delete A Component? (Cont'd)

2]

: q Enter or browse for the
. BarCd: applicable document number.

® I1f the asset is ADP, enter the

Mat Cat Id that DPAS assigned
Serial Nbr: when you excessed the asset;
Comn Mibeet otherwise, this field will not be

i i j ; accessible.
Doc Nbr: 1 _] Resource Id: ] —
aty: 1 | | AegCost |

® For bulk items, enter the
quantity you are removing;
otherwise, this field is not
accessible.

_

Related Datai Save Clear Exit !

STEP 6:

‘:f:‘l':tvmpClrh}HT g 2

e 2
AL AEE -
* Bar Cd: @ Enter the date the
: X property book officer
. Serial Nbr: signed for the property.
'Stock Nbr: This field is displayed, but

can be changed.
e
. DocNbr: | —J Rest @ Enter a remark, if
applicable to your Activity.
EffDt: s

Remarks: \/

%] © ciick save.

Belated Data Save (C!ear ] Exit I
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HOWDO1I... Component Selected Change

Change Information About A Component?
MODULE: Hand Receipt

INTRODUCTION

The Selected Changes process is used to change basic information about a component asset.
The user can change any of the fields that are not grayed on the screen. What cannot be
changed using this process are the Serial Number, Bar Code and Acquisition Cost.

Once the transaction is processed, a Financial, DITMS, Supply, UIT/CBS-X, and/or DoDSASP
transaction will be produced, if necessary.

PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.

3. Select Selected Change from the program list.

AT
Receipt

End Item Actions

HRH Pending Turn-In/Tronsfer
Database/ UIC Transfer Actions

Mfr Key:Change
Bulk Asset Price Adjust

]

Stock Nbr Change

Price Adjustment

Mass Changes »

Maj/Sub Hand Receipt Holder

Warronty/ Sec/Loan/Lease

SKOZBII/AAT Inventory

Excess Actions 4

ADP Reporting 4

Automated Inventory Actions 4

Interfaces »
Reports »
Inquiries »
Help
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HOW DO I... Component Selected Change

Change Information About A Component? (Cont’'d)

STEP 1:

Check this box if the
: component is

managed as a bulk
I” Bulk Asset < oy

~Compenent Higher Assemblage

Barcd: || Bar Cd: |

' Stock Nbr: | Stock Nbr: |

' Serial Nbr: | Serial Nbr:|

oK ] Clear ] Cancel i

STEP 2:

@ Enter the stock number and
serial number of the item. The
Serial Number will not be
accessible for bulk managed

é—/‘\imms.

e[

@ If your Activity bar
codes, enter the bar
code of the item, OR...

Bar Cd:

Stock Nbr: |

Serial Nbr: |

® cick ok.
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HOW DO I... Component Selected Change

Change Information About A Component? (Cont’'d)

. All the information that was
U1 used when you added the
HEH Nbr: item is displayed. You can

- Serial Nbr:

: change any of the available
. Stock Nbr: Momen; . fields. You may need to click
: Next Page to display other
: fields.
Doc Nbr: 1 Fund CdjAppn: ; i __J s
 Mfrkey: | ] Ef Dt | BH  acqot | B
AssetCd: | =l office: |
cpucd: | >l Taskca: |
ExpCd: | ~] ' Job Order Nbr: |
. CntyPONbr: |
Page 1 0f 2 Related Data’ Next Page i Save i Clear l Exit 1

If you change the Office field, the following dialog box is displayed:

Companent / d Change [ X 1

Do you wantto update the Depreciation Office
on the Asset and all of its improvements
with the Office value?

Yes No

\ 4
 NOTE:

 If the asset is changed to capital, you can activate the item for depreciation from the Transaction
| Processed dialog box.
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HOW DO I... Component Stock Number Change

Change The Stock Number Of A Component?
MODULE: Hand Receipt

INTRODUCTION

This process allows the user to change the Stock Number of one specific component asset.
The Bar Code or Stock Number/Serial Number is entered to select the particular asset. Once
the new Stock Number is entered review the information displayed and change any that are
necessary

If the Document Register is being used, this transaction requires an AAR Document be built
prior to processing. If you have not built the Document before entering this process you can
use the Jump Button on the Menu Bar to build it without leaving this process.

If all of the assets under this Stock Number are to be changed to a new Stock Number it is

faster/easier to use the Stock Number/Selected Change process under the Catalog — Mass
Changes Menu.

If the Expense Code and/or the Asset Code are changed, the record will be evaluated and a
Financial Transaction will be produced, if necessary.

PREREQUISITES

If your Activity uses the Document Register, you will need to obtain an AAR document
number. The process for obtaining the AAR document number can be found in Phase Two,
page P2-19, Obtain Miscellaneous Document Numbers.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Component Actions from the program group.
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HOW DO I...

Component Stock Number Change

Change The Stock Number Of A Component? (Cont'd)

3. Select Stock Nbr Chg from the program list.

Hand
Reg::‘ipt

End Ttem Actions
rent doticns

Bar Cd/Ser Nbr Change

HRH Pending: Turn-In/Transfer

Datobase/UIC Transfer Actiong

Mfr Key Changs

Bulk Asset Price Adjustment

Increase
Dscrease
Transfer

Change
Stock Nbe Change

Mass Changes

Price Adjustment

Maj/ Sub Hand Receipt Holder

Warranty/Sec/Loan/Lease

SKO/BII/AAT Inventory

Exzess Actions 4
ADP Reporting »
Automated Inventory Actions »
Interfaces »
Reports »
Inquiries »
Help
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HOW DO ...

Component Stock Number Change

Change The Stock Number Of A Component? (Cont'd)

~ ilog ]

: Bar Cd: i

Check this box IF the asset
is bulk managed.

" StockNbr: | ~—

Serial Nbr: i

~ Higher Assemblage
Barca: |

Stock Nbr: l

~ Serial Nbr: |

_ Steck Nbr: | ]
] 0K ’ Clear 1 Cancel !

{" Bulk Asset

(1 30 your Activity bar codes,
enter the bar code of the
item, OR...

~Component - 4
| =

. Bar Cd:

- Stock Nbr: j

Serial Nbr: |

- Higher Assemblage
Bar Cd: ’

Stock Nbr: |

. Serial Nbr: |

~T0

Stock Nbr: | ._J

O Enter the stock number
AND serial number of the

item. The serial number
will not be accessible for
bulk managed items.
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HOW DO 1I...

Component Stock Number Change

Change The Stock Number Of A Component? (Cont'd)

STEP 3:

™ Bulk Asset

Catalog '

~Component

Bar Cd: l

Stock Nbr: I

O If the component is bulk
managed, and if your Activity
bar codes, enter the bar code
of the item, OR...

Serial Nbr: |

® Enter the stock number
AND serial number of the
item.

~ - Higher Assemblage :
| Barca: |
i

| Stock Nbr: |

. Serial Nbr: |

Stock Nbr: |

® Ciick OK. j

ey Data
24
I~ Bulk Asset Catalog l
Component
Barcd: | /
O Enter the NEW Stock
Stock Nbr: Number for the item.
. Serial Nbr: | /
~Higher Assemblage /
Bar Cd: l
Stock Nbr: |
Fo gty U 8 1 Mg ,,1 N—
7TO >~
Stock Nbr: | ‘

[ ok 1 Clear | cancel |
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HOW DO I... Component Stock Number Change

Change The Stock Number Of A Component? (Cont'd)

STEP 5:

,,,

Ega'f\HINT!

MIR] \g
Key Data o «| 8 If applicable to your Activity,
Bar Cd: @ If any of the /@ B ;1 @ check to make sure that the
Serial Nbi accessible fields need b If your Activity | @ datais correct (DPAS will
) changed, you will need " | requires a document | @ display the previous Stock
' to do that here. number, enter it here. Number’s information). You

will need to delete out the
current information first and
then enter the appropriate
information.

~ FROM -
 Stock Nbr: \\\/ Stock Nbr:
- 'Nomen: Nomen:
i /
Exp Cd: l —'J//Key‘ ! ]
p

. Asset Cd: | / Acq Cost: ® cioe save.  E-E— y
" DocNbr: | 7 ._l Qty: ’ e % SHORTCUT!
You can obtain an AAR

/ | document number from this
BelatedData|  Aave | clear | Bt ||

process by selecting the @}
button on the input screen of

the Stock Number Change
screen.
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HOW DO I... Component Price Adjustment

Change The Price Of A Component?
MODULE: Hand Receipt

INTRODUCTION
This process is used to change the Acquisition Cost of a component asset.
If the asset was originally determined to be a Capital Asset and the Price Adjustment lowers
the Cost of the asset to a value below the Capital Asset Threshold, the user will be asked
whether the asset should continue to depreciate. If the asset is to continue to depreciate
mark the Capital Funds radio button, otherwise mark the Non-Capital Funds radio button.
A financial transaction will be produced automatically based on the information entered.

PREREQUISITES

None

STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rept from the menu bar.
2. Select Component Actions from the program group.

3. Select Price Adjustment from the program list.

Hand
Receipt

End Item Actions 1 4
Companerd Sctions Increase
Bar Cd/Ser Nbe Change Decrease

HRH Pending Turn-In/Transfer Tronsfer
Dotabase?UIC Tronsfer Actiong: $ ~ 7 e

Selected Change
Mfr-Key Change

Stock Nbr cha
Bulk Asset Price Adjush nge

Frice &djustment

Mass Changes [ 4

#hajSub Hand Receipt Holdsr

Warranty/Svc/toon/Lsose

SKO/BIT/AAT Inventory

Excess Actions 1 4

ADP Reporting »

Automated Inventory Actions »

Interfaces >
Reports

Inquiries »
Heip
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HOWDOI...

Component Price Adjustment

Change The Price Of A Component? (Cont'd)

11 B3 your Activity bar codes,
enter the Bar Code of the

item, OR...

Bar Cd: l

i

® Enter the stock number

Stock Nbr: !

AND serial number of the
item.

Serial Nbr: {

! ® Click OK. |

STEP 2:

wRrComponent Price Adjustment

B

@ The current price is

~Key Data ~-- displayed. Changethe | . this item as part of a
: price to the new amount.

(>33 you want to assign

system, enter your local
system identification.

'Serial Nbg:

HEH Nbr:

: Stock Nbr: Nomen:

* . i LN
Acq Cost: | Sys 1d: ! &
TaskCd: | Job Order Nbr: |

‘v Remarks: l

Related Data
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HOWDO ... Component Price Adjustment

Change The Price Of A Component? (Cont'd)

uic:

Serial Nbr: HRH Nbr:
- Stock Nbr: -~ Nomen:

Acg Cost: | Sys Id: ! ® You MUST enter a
remark indicating why
Task.rd: | Job Order Nbr:| you adjusted the price

of the item.

_ ‘Remarks: |

A Click Save.

Related Datal Save

If the asset is capital and you adjust the amount below the threshold amount, the following is
displayed:

@ If the asset is to be considered
Capital, then make sure that you
select Capital Funds otherwise,
select Non-Capital Funds.

& Capital Funds

—

" Nen-Capital Funds

: . NOTE:
If you select Capital Funds, you

1 can activate the item for
#1 depreciation from the Transaction
|| Processed dialog box.
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HOWDOII... Component Transfer

Transfer A Component?
MODULE: Hand Receipt

INTRODUCTION

This process provides for the interactive transfer of a component between two (2) hand receipt
holders and/or UIC’s within the same database. All lower level components will be updated
during this process. UIC security will be validated using the UIC (To). When the component is
embedded (Cmpn Cost Cd = Y), the process will verify that the total cost of embedded
components on the gaining assemblage does not exceed the acquisition cost on the end item.
When the total cost of the embedded components on the gaining assemblage exceeds the
acquisition cost, an error message will be displayed and the user will not be able to process
transaction until a price change is made on the end item to include costs of the embedded
components. When the UIC is changed, the applicable financial transactions will be generated
for the component and all lower level components. The end item total cost will be decreased
by the total acquisition cost of all non-embedded (Cmpn Cost Cd = N) components affected by
this process. A transaction history record is written for each component and each
depreciation/multiple cost record affected by this action. When transaction is processed a
management message will be written to the Management Message Table. The transaction
process box will be displayed with options OK and Mgt Msg. If user selects OK, the key data
dialog box will be displayed. If the user selects Mgt Msg, a dialog box will be displayed listing
all management messages written by the user, program and UIC. When record is selected,
user will be able to enter data in the user message text area.

PREREQUISITES

If your Activity uses the DPAS Document Register module, you must create a Lateral Transfer
document.

If your activity uses the DPAS Authorization Module, a valid authorization must exist for each
asset being transferred in.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Component Actions from the program group.

p3-37



HOW DO I... Component Transfer

Transfer A Component? (Cont'd)

3. Select Transfer from the program list.

an
Receipt

End Item Actions

o Increase
Bar Cd/Ser Nbr Chonge Decredse
HRH Pending Turn-In/Transfer
Database/UIC Transfer Actions
Mfr Key Change
Bulk Asset Price Adjustment

Selected Change
Stock Nbr-Change

Price Adjustment

#hass Changes

#haj/Sub Hand'Receipt Holder

Warrenty/Sec/Loan/Lease

SKO/BII/AAT Inventory

Exxcess Actions »

ADP Reporting { 4

Automated Inventory Actions >

Interfaces [ 4

Reports
Inquiries

Help

(13 your Activity bar codes,
- . ; enter the Bar Code of the
~Component item, OR...

¢

e
|

i © Enter the stock
tock Nbr: < Bulk Asset number AND

—~ serial number of
the item.

“ Bar Cd: ]

Stock Nbe: |  StockNbr: |

® If the asset is bulk
managed, check this box.

Serial Nbr: | ~ Serial Nbr: |

| OK l C!egf_‘_! Cancel l
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HOW DO I...

Component Transfer

Transfer A Component? (Cont’d)

STEP 2:

£y

~Comp

Bar Cd; i

Stock Nbr: |

H

I~ Bulk Asset

Serial Nbr: |

o Highcr Asscmb'gc FROM .............................................................

Bar Cd: 1 <

If the asset is bulk managed,
then the Higher Assemblage
FROM fields will be available. :

(1 B your Activity
bar codes, enter the
Bar Code of the

item you are
transferring the
component to,
OR...

number of the item

you are transferring
the component to.

N
Stock Nbr: |  StockNbr: |
Serial Nbr: |  Serial Nbr: |
CK ' Clear l Cancel _J
- Comp t 2
‘Bar Cd: 1
Stock Nbr: I I~ ‘Bulk Asset
Serial Nor: | ~-Higher Assemblage TO — wm—-lw-l%
Higher Assemblage FROM - .
Bar E— ~Bar Cd: '_//@ Enter the stock
ar Cd: : i
' Stock Nbr: number AND serial
Stock Nbr: |
 Serial Nbr: |
Serial Nbr: |
oK :

iR |

® Click OK.
g ]
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HOW DO I... Component Transfer

Transfer A Component? (Cont'd)

STEP 4:

wrlomponent Tranafer

@ 1 your Activity uses
the Document Register,
select the appropriate

block number range.

- Key Data - @ 1f your Activity uses the
' Bar cd: Document Register, enter
; your DoDAAC or UIC.

' Serial Nbr:

.QM

Loc: ’

LocalUse: | Task Cd: ]
Fund Cdappn: | | ] Job Order Nbr: |

gﬁ:hmd Data; vgwe» l Clear ‘ Exit l

Bar Cd; BE 21 Cmpn Level: ;
Serial Nbr: HRH Nbr: |

 Enter the physical
location of the item.

@ For bulk assets,
enter the quantity you

are transferring-
Doc Nbr: ‘ /
~ |

Stock Nbr:

1

oty: i

® Enter any text

Loc: | desired in Local Use.

Local Use: i
e
Fund Cd/Appn: i i ___j :

Related Data] Save 1 C}_ear J Exit
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HOW DO 1... Component Transfer

Transfer A Component? (Cont'd)

Bar Cd: uic: Cmpn Level:

Serial Nbr: HRH:Nbr;
Stack MNbr: Nomen:
’ @ Enter the
Doc Nbr: i Block: ! __j office.
____________ . e
oty: | Exp Cd: J / -
3 . ® Enter the task
Loc: ] - Office: | code.
A

Local Use: ] Task Cd: ! -
Fund CdfAppn: i l ___J Job Order Nbr: |

® Click Save.

Belated Datai Save .

%_\ |
>  NOTE:

1 You can activate the item for depreciation from the Transaction Processed dialog box.
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HOW DO I... Configuring an SKO/BII/AAI

Configure An SKO, BII, Or AAI?
MODULE: Catalog
INTRODUCTION

This process will show you how you can configure Sets, Kits, and Outfits (SKO), Basic Issue
Items (BII), or Additional Authorized Items (AAI).

PREREQUISITES

The main item will need to be cataloged. The configuration items do not need to be
cataloged. Follow the steps from Phase One, page P1-7, Adding A Catalog Record. Make
sure that when you catalog the item, you indicate the appropriate Reference Code. If the
Reference Code is N/A, DPAS will not allow you to configure your SKO/BII/AAL.

STEPS TO PERFORM ACTION

Once you have cataloged your asset, the Catalog Key Data screen is returned and the four
buttons that were once grayed out, are now accessible to you.

STEP 1:
Py Data
Mfr Part |
Stock Nbr: ’ Your Stock Mor displaved heve - Exp Desc
| Ret Pub

ﬁlick SKO/BII/AAI to \\

Lconﬂgure the items for SKO/BlAAl l
your SKO. J . |

[ ok ] ciear | cancel |
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HOWDOII... Configuring an SKO/BII/AAI

Configure An SKO, BII, Or AAI? (Cont'd)

Stock Nbr: -i 21

@ Enter the stock
number of the
configured item.

Cnfg Sub Stock Nbr: _

l ® Ciick OK.

, , - )

Cnfg Stock Nbr:

fﬁg HINT!

;l Before you can add the Configuration Sub Stock Number, the Configuration Stock
§ Number must first be configured on the SKO Table.

The configuration stock number and configuration sub stock numbers of an SKO do not need to
J be cataloged.

nges Dz lete

@ Assign a key to
identify the
publication.

Publication Key: __‘

Publication Dt: I

@ Indicate the title of
the publication.

|

TSI TR

Publication Title: {

® Enter the date of

the publication.

. Cnfg Stock Nbr: | Cnfg Stock Nbr: |
' Cnfg Sub Stock Nbr: . Cnfg Sub Stock Nbr: |

Aut Qty: I Cnfg Type: I j

ut: | 2l arc: i -]
o | = I 1d Nbr Ind
- Generic Nomen:

I
| add Clent Exit
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HOW DO I... Configuring an SKO/BII/AAI

Configure An SKO, BII, Or AAI? (Cont’'d)

- Stock Nbr:

- Publication Key: | .| Publication Title: |
. Publication D:

. o
b @ Enter the quantity O select the type of
~From - authorized. Tomd g ration,

' Cnfg Stock Nbr: o | Cnfg Stock Nbr~—
Aut Qty: ]

ut: I

Cnfg Type: l

Ziane |

CliC:

® Enter how the asset
is issued.

O Enter if the asset is
an expendable, non-
expendable, or a
durable.

| ade | N

Configuration Types

i A — Additional Authorized Item
B — Basic Issue Item

. C - Component
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HOW DO I... Configuring an SKO/BII/AAI

Configure An SKO, BII, Or AAI? (Cont'd)

~Key Data -

. Stock Nbr:
' PublicationKey: [ ... Publication Title: |
| Publication Dt ]
: O Enter the
~From classification of the @ Check this box to indicate whether
' Cnig Stock Nbr: asset. See Phase One, ol 2 serial number, registration number,
page P1-12, for a listing or lot number is required for the
. Cnfg Sub Stock Nbr: of the valid codes. 0 component.
b B -

‘ Ty .i B oo 3 . s e \ e 3

clic: ‘ - ' ® Entera

* description of the
Generic Nomen: item.

O Click Add.

If you want to add a Configuration Sub Stock Number, when the key data screen is
returned, enter the configuration stock number AND the configuration sub stock number.
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HOW DO I... Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book?
MODULE: Hand Receipt

INTRODUCTION
Once you have configured your SKO/BII/AAI, you will be able to add it to your property book.
PREREQUISITES

If your Activity uses the Document Register and/or the Authorizations, you will first need to
obtain the appropriate information. Refer to Phase One, page P1-32, Requesting A
Document Number, and page P1-26, Adding Authorizations.

STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rept from the menu bar.
2. Select End Item Actions from the program group.

3. Select Increase from the program list,

Hand
Reggipt

Component Actions » . Decreose
Bar Cd/Ser Nbr Change Lateral Transfer
HRH Pending Turn-In/Transfer

i HRH Tronsfer
botabase/ UIC Transfer Actions P
Selected Change
#fr Key Change
Stock Nbr Change

Bulk Asset Price Adjustment

Price-Adjustment
Mass Changes

#aj/Sub Hand Receipt Holder
Warranty/ Sec/Loon/Lease
SKO/BIIZAAT Irwentory

Excess Actions »
ADP Reporting »
Automated Inventory Actions »
Interfaces b
Reports >
Inquirias »
Help
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HOW DO I1... Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 1:

' ?

- Type Action 2
P Copnlper
& New Procurement € Admn Adj Rpt(AAR) 7 -
 Tr ¢ Ammu ® Enter the O

document number.

® Enter or browse
for the UIC.

—
I Rulke AN

uic: | “..| DocNbr:] =

Bar Cd’ Prefix ... ; 1
Stock Nbr: | ]

Serial Nbr: | ™ Multiple Entries

| oK I Clear l Cancel

T Auto Assign

~Type Action

%HINT!

If you clicked on the Prefix

' New Procurement " Admn Adj Rpt [AAR]

| n, the Auto Assign
® 1t your Activity (/@ If you want DPAS to ; grl:g:?( é)ox is automat?cally
uses bar codes, auto assign your bar codes, B
enter a bar code, dlick the Prefix button. i checked. You .cannot let
OR... Then select the user » 4| DPAS auto assign your bar
' defined prefix, OR... Marranty 1 codes without a prefix

- Mt > _ | being established.
Bar Cd: Prefix ... l ]\\

Stock Nbr: l

T Auto Assign[ @ enter the stock

number AND
serial number.

Serial Nbr: | [~ Multiple Entries

-

Click OK. :l
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HOW DO I... Adding an SKO/BII/AAIL

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 3:

@R Erd Ttem Ine

Eplialosi] |

@ Enter cost of

~Key Data~~-| @ Enter or browse for the item.
Bar Cd: the appropriate HRH uic:
Serial Nbr: Nor. Doc Nbr:

:' HRH Nbr: ‘ , \I,:_J Achnst:]
~ FundCapappn: | o _:_J‘mrwﬁ; ‘] E- mxxey:] __J

a2

Authn CH Nbr: - Acq Dt: Ewpe |

f Mir,

©® Enter or browse for the ® Enter or browse

appropriate Fund Cd/Appn. O Enter the year the asset for the appropriate
was manufactured.

As Manufacturer Key.

cpti Cd: | =l Taskce: |

Exp Cd: | =) Job Order Nbr: |

LofLe Cd: | >} coupo Nbr: |

Page 1 of 2 Related Dz:*al Next Page ] Save Clear J Exit
STEP 4:

O Enter the date the asset

was bought. Policy varies ® Enter Effective

Date for asset.
Varies by agency.
Y cy

O Enter or browse for the
Authorization Ctri Number of
the authorized item.

' HRA WO Rff Acq Cost|

Acq Dt

Mfr Serial Nbr: |

@® ror bulk items,
~Asset Cd: ‘ O Enter the Oftfice: enter the number of

\ﬁ :]
!"“'—"‘ ] "j items you are
Cpti Cd: manufacturer’s 1. TaskCa: addingy.
serial number.
Exp Cd: i — / j" Job Order Nbr;

LofLe Cd: | =) cotypo Nbr: |

Page 1 of 2 Related Datal Next Page l Save l Clear Exit
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HOW DO I... Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 5:
Al s El

- Bar Cd:

. Serial Nbr:
— —
StockNbr: =~~~ Nomen @ Select appropriate
Asset Code.
HRH Nbr: |

éFund CdjAppn: r— i _J MfrYr: ] O select the

» appropriate Capitaliza-
f tion Code.
Asset Cd: I T
cp“ Cd: l ® Selegt the
appropriate Expense
Code.
Exp Cd: 1

LofLe Cd: ] O select appropriate

Loan/Lease Code.

Page 1 0f 2 Clear ! Exit ]

STEP 6:

Serial Nbr: Doc Nbr:
Stock Nbr: ' - Nomen:

HRHNbr: | l ] acqco

gFund CdjAppn: l'__ l ___J Mir Yr:

 Enter Task
Code. Policy
varies by Activity.

@ Enter Office Code.
Policy varies by
Activity.

® Enter Job

Order
Authn Ctl Nbr: | ] Acq Dt g:sfgtr"zz by
 Mir Serial Nbr: | Finance

g office.
: Office: :

AssetCd: | Rd| :
cpticd: | ~] Tagkea: / @ Enter
' — Job Order Nbr: | applicable
Exp Cd: @® Ciick Next Page. :‘1 Contract or
Cntr/PO Nbr: l Purchase
LofLe Cd: | ﬁ Order
Number.

Page 1 of 2 Related Data| Next Page
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Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 7:

WREnd Ttem Incs

'ﬁ}lm‘u.;:;tm-!ﬁf-?lﬁ.ﬂﬁl

Loc |

® Enter physical ® Enter or

location of the _ brow§e for ® Enter or browse -J

asset. asse;s storage for the PBIC.

location.
N !
. IPE Nbr: Sending DODAAC: |
. Remarks: l
Ref File Name ... I | _/J
ADPSysid: | Monthly
: ADP Owner Cd:: “] Maint Cost; r.___—_
© Acq Cd: A -Not Reported M
hes Rental Cast: ‘
© Maint Type Cd: |x -None of the Aboue 3 [
Page 2 of 2 Related Data| Prev.Page | Save | clear | Bat |
STEP 8:
O Enter Expiration Date for time when

BREnd Ttem Increc ;

T e © Lot Number is used asset is no longer considered usable for
for bulk managed assets its intended purpose, or when the
only. authority to operate the asset ends.

‘ H
: l_.- ! N \'/ Lo LTI W Py ’ ER— (¥ ‘7 - i !

LotNbr: |
Cond Cd: |A -Sucbl (w/o Qual)

Local Use;

® Enter condition
code of asset for

Sending DODAAC:

Expr Dt L |

Intms Cd: | -N/A

O Indicate if the asset is

degree of

Unbound.

serviceability.

 ADP Sys Id: [

ADP Owner Cd: I

“Monthly

- Acq Cd: IA -Not Reported

j Maint Cost: I

. Maint Type Cd: |X -None of the Aboue

Rental Cost: l

Lol L

Page 2 of 2

Reélated Data| Prev, Page ’

Save i Clear ! Exit ]
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HOW DO I... Adding an SKO/BII/AAIL

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

O Enter System ID
for asset, if used.

O Enter any text

Site Cd: I— desired in Local Use.

Expr Dt FH—\ :

= 1 —weto \ /. <l
\ L

| V

Local Use:

Sending DODAAC: !—__—_——_
7 7 C

| >
4 @ Enter Industrial Plant O Enter the losing

- Equipment Number, if Activity’'s DODAAC
used. ~Month] for a transfer.
| ADP Owner CFF] R AN
. A -NHot Reported NE
 Acg Cd: i o Teeerte j Rental Cost: l
Maint Type cd;]x -None of the Above 3 i
Page 2 of 2 Related Data] Prev. Page ! Save ; Clear l Exit 1
STEP 10:
Dlkale & (Bafi-] S[EE
' Loe: i stecd: | -] poic: | ]
LotNbr: | "o —<rot | |
I———— Enter any User ~ =
M(if’:dff_'_w___ﬁ Remarks, if used. s Cd: | e o - :

Sysid: r‘w

Remarks: !
Ref File Namp

@ Click this button if you want
to attach any reference files to

~Monthly

AD ‘ Maint Cost ! :
Acq Cd: =R R vl
! i Rental Cost: 1
Maint Type Cd: | -None of the above ~1.
Page 2 of 2 Belated Data] Prev. Page i Save Clear 1 S Exit ’
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Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 11:

Lo | siecd: [ | opmc [ ]
LotNbr: | ExprDt: | B

: | ) intms ca: | =]

@ Enter ADP System ID, if used.

O use drop-down to select
appropriate ADP Owner Code.

| ADP Owner C:|

| Acq Cd: |

appropriate Acquisition Code.

Maint Type Cd: |

® Use drop-down to select the\,

O Use drop-down to select
Maintenance Type Code.

e

Page 2 of 2 Related Data| Prev. Page | ave |  Clear | Ext

STEP 12:

WAEnd Item Inreaze

Eplicalw| o |8,

Lo l siecd: [ .|  oemc [ ]
LotNobr: | Beroe [ BN
Cond Cd: i 3 intrns Cd: ] j

Remarks: |

ADPSysid: |

Sys Id: i 1PE Nbr: ’ Local Use: I S
@ Enter monthly
Maintenance Cost, if

applicable.

ADP Owner Cd:] _'J
Acq.Cd: | ~
Maint Type Cd: ® Cliick Save. ;Ej
Page 2 of 2 RAelated Data| Prev. Page

@ Enter monthly

Rental Cost, if
applicable.
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HOW DO I... Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont’d)

Once the transaction is processed, DPAS will return to the Key Data screen. You will be able to
add the serial numbers for the items that were configured, if necessary, by following steps 13
through 15.

STEP 13:

Fey Data

- Type Action
Cmpn Incr

& New Procurement € Admn Adj Rpt [AAR) Depr Chg

 Transfer In e - ]
i — SKO/BIJAAl
" Reversal W )

I~ Bulk Asset

vic: [ .| Docnbe| ]
Bar Cd: ]

Stock Nbr: | [-.]

Serial Nbr: | ™ Multiple Entries

[ 0K i Clear I Cancel

STEP 14:

% HINT!

End tem
Stock Nbr: | ; | DPAS will return the SKO Inventory
. i | Key Data screen, but all fields are
Serial Nbr: : 1 not accessible.
~ SKOIBIAAL ; The Stock Nbr/Serial Nbr are
’ 3 displayed for the End Item.
inv Stock Nbr: |
Id Nbr: ! Click QK.
inv Sub Stock Nbr: |
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HOW DO I... Adding an SKO/BII/AAI

Add An SKO, BII, Or AAI To My Property Book? (Cont'd)

STEP 15:

. @ Enter the quantity you are
adding.

@ Enter the serial
number/registration number of
the configuration stock number.

. Inv Stock Nbr:
Inv Sub Stock Nbr:
Generic Nomen:

IdNbr: | L Oty:

i @® Enter the document number.
Dec Nbr;

Remarks: i

@ ciick Change.

O Enter any remarks.

Record 1 of

Frevicus ! Hewt 1 Belated Data Change Cloar Exit I
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HOW DO I... Adding Improvement Costs

Add Improvement Costs?
MODULE: Accounting
INTRODUCTION
This section outlines the procedures for adding improvement costs to capital assets in DPAS.
PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select the Accounting icon, or select Accounting from the menu bar.
2, Select Capital Improvement Actions from the program group.

3. Select Improvement Cost from the program list.

Depreciation Actions » i

rapital Improvement Sctions

Improvement Cost
Additional Capital Cost

Redl Property Actions

CIF/WIP

Reports
Inquiries

Help

STEP 1:

O Enter the document number
for the improvement.

DocNbr: |

Bar Cd: I

Serial Nbr: | /

ok 7] Clear |  Cancel |
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HOW DO I... Adding Improvement Costs

Add Improvement Costs? (Cont’d)

STEP 2:

Fay Data

L1 B your Activity uses bar

Doc Nbr: ’ codes, enter the bar code of
SRR the capital asset, OR...
BarCd: ;
Stock Nbr: i [r@Enter the stock number
AND serial number of the

Serial Nbr: | sNrpital asset.

® Cick oK.

Select if the

~Key Data
: action is for a

BarCd: new purchase or
. Qparial Mhe a transfer in.

~Type Action

" New Procurement T Lateral Transfer

' Exp Cd: i ~] Office: |
Fund Cdmppn: [ [ .| TaskCd: |
Impv Cost: ' Job'Order Nbr: 1
 AcqDt: B CotefPO Nbr: |
EffDE I
| Page 1.0f 2 |

Related Data! gext Page i Pidtpn Add 1 Clear ] Exit

P3-56



HOW DO I... Adding Improvement Costs

Add Improvement Costs? (Cont'd)

vic:
| Seriatbbi- DocN (1 B you need to change the

! Expense and Fund Codes, you
. ‘Steck Nbr. : Nome can do that at this time.
W am BB T

Exp Cd: | ® Enter the amount of
the improvement.

Fund:-CdfAppn: i ] __J

Impv Cost: l

(3] Change to the date the

Acq Dt: l improvement was put into use.

. Y T T

R — O Change to the date the HRH
. . : ++  approved the improvement.

Page 1 f 2
Belated Data] Next Page ‘ Deisls I Add ! Clear ! Exit l

BarCd: : uiC: O If any of the fields here
Serial Nbr: Doc Nbr: : need to be changed or added

: for the improvement, do that
i Stock Nbr: : Nomen: here.

~Type Action——~ : A
& New Procurement - - " Lateeal Transfer . \

, Li i Office: l

Exp Cd: l Bl Task Cd: l

Fundcamppn: [ [ ] Job Order Nbr: |

Impv Cost; ’ = . CntrfPO Nbr; |
Acqg Dt ; E

Efi Dt ’ E

Page 1.0f2
Related Data| Next Page

® Click Next Page.

[ Add | Clear | TERT ]
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HOW DO I...

Adding Improvement Costs

Add Improvement Costs? (Cont’d)

STEP 6:

i

it

O This field is

displayed, but can be

Activation Dt:

changed.
N

O This field is

!_____
Depm Period: l
Prier Deprn: ;

Resldual Value: |

displayed (in months),
but can be changed.

@ 1t the improvement was

Depm Office:

: transferred in, enter any prior
Qpreciation.

; Deprn Task Cd:

Deprn Job. Order Nbr: !

Accumd Depm:

® I1f available to you, enter the junk
or salvage value of the improvement.

B

Page 20f 2

Related Data] Prev. Page

STEP 7:

e Im prosement Cost AddTha N

. E

Activation Dt: | [
—

Depm Period:

Prior Depen:

|

® Enter or select the task

Residual Value: [

" Deprn Office:

code where depreciation is
charged.

Deprn Task Cd:

l

Depm Job Order Nbr: ]

M Enter or select the job order

o

number where depreciation is
charged.

‘Accumd Deprn:

Page 2 of 2

Related Datal Prev. Page l

O Click Add.

P3-58



HOW DO I... Additional Capital Costs

Add Additional Capital Costs?
MODULE: Accounting

INTRODUCTION

This section outlines the procedures for adding additional capital costs in DPAS.
PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select the Accounting icon, or select Accounting from the menu bar.

2. Select Capital Improvement Actions from the program group.

3. Select Additional Capital Cost from the program list.

bepreciation Actions

Capital Impro:

Real Property Actions

CIPAWIP

Reports »
Inquiries

Help

STEP 1:

@ Enter the document number
= PR R for the additional cost.

- Doc Nbr:
® Click OK. l

Bar Cd: ]

Stock Nbr: | /
Serial Nbr: | /

ok T Clear | Cancel ]
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HOW DO I... Additional Capital Costs

Add Additional Capital Costs? (Cont’d)

STEP 2:

ey Data

(1 B your Activity uses bar
codes, enter the bar code of
the capital asset, OR...

Dec Nbr: !

Bar Cd: ]

Stock Nbr: ;

—,.“(——————_/@ Enter the stock number

Serial Nbr: i uND serial number of the

capital asset.

Cancel

® Ciick OK.

‘Key Data
Bar Cd: g O Enter any
transportation costs.
Serial Nbr:
. ™
Stock Nbr: : : \ Aomen: @ Enter any installation
\ /. costs.
Tmsp Cost: l v %\
. s F N
Installation Cost: ] b ® Enter any deinstallation
— costs. —
Deinstallation Cost: i P N ,
Eff Dt: l O Enter the date of the
cost(s).
Related Data Delste Add Clear Exit ]
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HOW DO I...

Additional Capital Costs

Add Additional Capital Costs? (Cont'd)

STEP 4:

weadditional Coprtal Cost Add/Chang

@ Enter the job
order number.

Trasp Cost: |

Installation Cost: 1

Deinstallation Cost: l

! i

Eff Dt

Belated Datal Delste

Cntr/PO Nbr:

| Job Order Nbr: l

/4

l

 Enter the

©® Click Add.

contract or
purchase order
number.

@.\ |
I ¥ NOTE:

Your finance and Accounting Office usually assigns this number. This is the key element in this
screen, especially for Working Capital Fund funded assets. The JOB ORD NBR must match the
Capital Asset record on the Serial Hand Receipt Table, Component Hand Receipt Table or

Improvement cost record.
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HOW DO I... Real Property

Add Real Property?
MODULE: Accounting

INTRODUCTION

The purpose of this process is to provide for the interactive update or establishment of a real
property asset/improvement. If the Real Property System Cd of the Unit Identification Code
(UIC) is not equal to a space, you can only add Improvement records to DPAS and change
Improvement records generated through DPAS. You can only view, not change data input to
DPAS through the interfaced real property system. If the Real Property System Cd of the UIC
is equal to a space, the user can add/change/delete Real Property Assets and add
Improvement records. Mass change programs (UIC, Fund Cd/Appn, and Office) will change
all the appropriate records regardless of IFS or DPAS generated, and write a record to the
Real Property Export Table identifying the change required to the interfaced real property
system. Assets identified as Heritage or Wpn Sys Sprt Cd will not depreciate or generate
accounting transactions. Land (Asset Cd ‘D’) will not depreciate, but if land is other than
stewardship land and meets the capital criteria, system will generate accounting transactions.

PREREQUISITES

If DPAS is interfaced with your real property system, the Installation and Facility Number must
exist in DPAS prior to user adding an Improvement record.

The Unit Identification Code record must be established.

A Fund Code/Appropriation Allotment Serial Number Table record must be established for the
asset.

STEPS TO PERFORM ACTION
1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.

3. Select Real Property from the program list.

Depreciation Actions

Capital Improvement Actions #

Feal Froperty Sctions Feal Property
Deferred Maint/Clean-Up

CIP/WIP

Reports »
Inquiries »
Heip
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HOW DO 1...

Real Property

Add Real Property? (Cont'd)

STEP 1:

~Type§u mr‘l“
# ‘Increase

{~ Change

" Decrease

C Transferin
€ Transfer Qut
" Lateral Transfer

€ Reversal Increase

" ‘Reversal Decrease

Select the action for the
real property.

-i
2]

improvement I~ Non-Activated

]
InstifFac Nbr: ] i ___J

Doc Idfimpy Nbr: | ]

M

-TO

uIC: I __j

InstifFac Nbr: ! |
Doc id Nbr: ]

N

Clear ] Cancel i

STEP 2:

~Type -Action
& Increase

* Change

" Decrease
" Transfer in
¢ Transfer Out

" Lateral Transfer

" Reversal Increase

" Reversal Decrease

" Improvement

vic: [ ]

InstifFac Nbr: l l

Doc id/impy Nbr: | - ]

70

viC: | ]

InstifFac Nbr: | i
Doc Id Nbr: ]

" Nt |

do not check
\ them. /

If this is an
improvement,
select
Improvement.

If you want all
non-activated
real property for
your UIC, then
select Non-
Activated.

If neither of
these options is
applicable, then

Cancel 1
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HOW DO I...

Real Property

Add Real Property? (Cont'd)

STEP 3:

browse for
UIC.

~Type Action

& Increase

" Change

@ Enter or

the

" Decrease ' “Insti/fFac Nbr:

® Enter or browse for
the installation and
facility number.

i o

i IC:
 Transfer In i Doc Id}impv Nbr: |
1

¢ Transfer Qut

¢ Lateral Transfer - uIC:

e

O Ciick OK.

. InstfFacNbr: | [

| Doc1d Nbr:

© Enter the
document
identification.

Clear _J

Cancel

Eﬁ'%}%HINT!

§ When adding a new real property asset, the Imprv Nbr is not accessible.
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Add Real Property? (Cont'd)

STEP 4:

Address | Basic | Classification ] Deprn |

~KeyData
InstifFac Nbr:

Doc id/impv Nbr:

. @ Enter the name of the
Fac Name: ‘ facility.

POC: ]
: ® Enter the name of the
Address: | point of contact.
~ Ciyy: I
. State: | —HNa 3

Fac Zip Cd: ’

BelatedData| peiete | add | clear | Bt |

i

-~ Key Data

InstifFac Nbr:

Doc idflmpv Nbr:

Fac Name: !
POCT T , P . r@ Enter the address of
- Address: | ~ 4% facility.

City: ]

 Enter the city of the
facility.

Fae Zip Cd:

country of the facility.

® select the state/ /J

Related Datal Deleis Add Clear ; Exit
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HOW DO 1...

Real Property

Add Real Property? (Cont'd)

- Key Data
. InstifFac Nbr:

Doc idfimpv Nbr:

RP Sys Cd:

—

N ® select the Basic
UicC: tab.

Fac Name: 1

POC:

City:

|
Address: |
|
1

State: -NA

FacZipCd: |

O Enter the zip
code of the facility.

Related Data

Do

Address Basic |Classification] Deprn |

RP Cat Cd:

(82 H

® select the unit of issue. The

O sclect the real
property category code.

sub category code.

 Select the real prope

"

are not the same as you would find

O Enter the real property quantity
(should be based on the UI).

on the catalog table. —
» Fund Cdpappn: [ [ .|
thr Yr | Yt Sve Life: [
Acq b Fr HE -~ EffDE I BEA
T " -
Local Use Text: |
Related Data] ~ooicte | pdd | clear Exit |
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